Criminal Complaint Template Instructions (RTF Version)
For WordPerfect Users

This Criminal Complaint Form Template is provided to you in both Microsoft Word and Rich Text
Format. If you use Microsoft Word, please return to the web page (http://www.mncourts.gov/?page=1775)
and use that version of the form. This version of the form has been provided to you in Rich Text Format
(RTF). The standard RTF allows most software users to open the document. However, by providing this
form to you in RTF, many of its page breaks, margin settings, and footer information will be lost. In order
to ensure that you are able to use this form as it was meant to be used, please review the following
information.

To reveal how each page of the form should appear, screenshots have been provided. There are five
different instances on the form that utilize drop-down menu fields where you would select one of the
options. On the specific page where each one is located, detailed screenshots have been provided to show
where they are and how they should look.

The intent of this brief document is to provide simple steps that will allow you to use this form in
WordPerfect. For more information on the requirements for the use of this form, please refer to the
MNCIS Uniform Court Practice (UCP) located on the MN Criminal Complaint Template web page:
http://www.mncourts.gov/?page=1775.

To Reformat and Use the Template with WordPerfect:

1. Follow the instructions for opening the RTF version of the Criminal Complaint Template,
available on http://www.mncourts.gov/?page=1775.

2. Using the local copy of the template that you have saved to your computer, to unprotect or

ol

unlock the template, on the toolbar click the unlock or unprotect icon /=
NOTES:

If you cannot see the toolbar with this option, select the Forms toolbar from your settings.
The unlock icon may look different for WordPerfect users.

3. After you have unlocked the template, you can change your margins to fit the contents on
each page.
NOTE: When you first open the template in WordPerfect, the content on some pages may spill
off the page. By moving the page breaks and adjusting the margins, all content should fit back
into its intended spots.

4. To adjust the template to total the intended six (6) pages, you will need to create page
breaks, as applicable.

5. Inorder to utilize the template properly, you will also need to make sure that all fields
and multiple options in those fields are available, as applicable. For more information,
please refer to the screenshots of each page, located starting on Page 3 of this document.

6. The RTF format does not retain the footer information, so at the bottom of each page you
should also insert the footer information with page numbers. This information is in a
gray shade (50% or less).

EXAMPLE:

Form Revised &ugust 2006 (ITD_=P_0339c) Page 1 0f 6

WordPerfect Instructions for Criminal Complaint Form (ITD_SP_0453a) August 2006 Page 1 of 11


http://www.mncourts.gov/?page=1775
http://www.mncourts.gov/?page=1775
http://www.mncourts.gov/?page=1775

7. Save the changes that you have made, renaming the template if necessary.

8. To lock the document again before you begin completing the fields of the form, click the
lock icon X0

9. You are now ready to use the template. Make a copy of your local version of the template
each time you want to create a new Criminal Complaint, or make sure to save each
completed form under a different name.

10. When you are ready to complete the template, press [Tab] or use the mouse to advance
among fields. Fields expand to accommodate your text.

11. After the form is completed, to save the completed form with a new name, select File >
Save As...

To Add Additional Counts:

To add more rows to the table on Page 1 that contains the Counts, this form will need to be unlocked.
Please follow the instructions below.

fii |

1. On the toolbar, click the unlock icon &

2. On Page 1, add additional rows to the table that contains the Counts.
NOTES:
By adding more Counts, the content may run onto the next page. This is okay, as long as the page
break remains in the same place (between the end of the Counts and the beginning of the
Statement of Probable Cause). Your form will now end up having 7 pages.

fom |

3. Once you are done adding enough rows for the Counts, click the lock icon =1 pefore
you continue filling in the form.
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Screenshots of Pages 1-6

Page 1:

COUERT FILEHO.
PROSECUT OR FILE HO.

STATE OF MIMMESOT A DISTEICT COUET

HUMBEE= TUDICIAL DISTEICT

State of Mrmwesota,
Plaintiff,

. =SELECT COMFPLAINT
=HAME OF DEFENDANT-=({D0OE: ~DEFENDANT O smwvers O Wamrat

DOE=)
=Deferdart fddress Line 1= O Order of Detertion
=Drafindant Citys M =Defindant Postal Code=
O fwsuled
Deferdant. O 141 Claap Prevewl: Fkd

The Cawplafhart, beitg duoly sanom, mmakies comiplaind to the sbogee-tarned Court and states
thete isprobable case tobeliewe fhat the Deferodart corvmitted the folloerig offerse(s):

COUNTI

Charge: = Charge Hame=
Dlraesota Stabate: & = Jtabaes Charge=
Mlarrvnwen Serderce: =hdas Sevtence Desoiptior=

COUNTIO

Charge: = Charge Hame=
Mliraesota Stabite: & = Stabies Charge=
Madmnen Serderce: Shilax Serdence Desoiption:

COUNT I

Charge: = Charge Hame=
Mlirmesots Jrabate: & = Stabates Charge=
Mlacrnen Serderce: =Ihdax Sertence Desoiptiore

r

Drop-down menu

field. See below for

detailed image.

WordPerfect Instructions for Criminal Complaint Form (ITD_SP_0453a) August 2006

Page 3 of 11



Page 1: Drop-down menu field in detalil

State of Mireesota,

Plaintift, \
ESELECT COMPLAINT TYFPE- *
Al <SELECT COMPLAIMT TYPE =

V.
=HAME OF DEFENDANT=(DOE: =1

DOE:)
=Defmdardt Address Line 1= CRIMIMAL COMPLAINT
2Defirdirt Citys, M =Defrdat Postal Oyde=, i

Deeferidart .

LI Ta% Clarp Previencdy V

The Conplaimant  being duby sarom, mmake s complaivd to the dbotre-ramed Conrt and states that
there is probable caonse tobelieve that the Defidard corrertted the followris offerwsels):
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Page 2:

STATEMENT OF FROBABLE CAUSE

The Conplainart states that the folloaing facte establich probable canse:
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Page 3:

Copnplafiuatt requests that Deferdard | saabject to badl or corudiions of release  he:

(17 amested or that ofter loafial steps be tabien to dotaih Defendart *s appearatce in conat; or
(2 detained, if already I owctody, pending fimther proceeding:; ad that £aid Deferdard
othenarice be dealt with accordirzto Loar.

COMPLAINANT'S NAME: COMPLAINANT'S SICNATURE:
= Harre=

Stibscribed and s to hefore the mdersizred this day of L2
NAME/TITLE: STCNATURE:

Beihg athorized to proseods the offsrces charged, T approwre this conplain.

Drate: FROSECUTING ATTORNEY'S SIGHATURE

Harte: sProsenitor Hatre=
=Prosenttor Tile=
=Prosenttor Sddrese=
=Prosenttor Phone Famber=
FeiaTstion #
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Page 4.

Drop-down menu
field. See below for
detailed image.

FINDING OF FROBARLE CAUSE

Fiom e abow ravinfict, anl an smpportngp affslavie o1 smpplaneads L worn et
Lawe debanmed fhat oo babk came et o spport srljest o Tailer coulit
Deferslad's axzestoroflea lowinli by T tleni o b D alaxds
if aheady momshdy, pulng foder pocsdng . Defmlagis with e abow-stkd offerre.
ONS

IHFEFPOEE 0T, THE IEFENDANI, AFE HEEFEY (TLILICHED % appsaz o e =&
vy of =mendhe Ieyeaz= at=0000= <AWPN= 1= fhe above-181ed comtat=lheatondetil= o awwer ix
cornpldt.

IFO0 FRIL I0 AFPFAE. msspoaws o o SOLIMIOME & WAREANWT FOE YOTE. - o DI’Op-dOWh menu

field. See below for
detailed image.

O WARRANT
To e e aaff of fhe alove-1aned somdy; o1 o lea pronaniloomed o sxecml o waraat I heae b onkes, s
v of e Mk of Mnaesoty, at e Al ve-zane d Defenlad b appe leukd anl 0 rked wilontdelr aul
Taonght ooty Wfos de alow-mmed comti ¥ messsin anl fwt s o Tnlp ox Tols il Cffcea of ;e
commt willomtmag s ary deley, Azl many s it tloks Gen s i lemse afer e armetor sz soonas srch Tndgm o
Tnlian] CHficer ¥ availabl & e dalt wrhaccordmg o Jow.

O Exeemtiein WO Culy O Exervpedimionwide O Execugein Borde St

O ORDER OF DETENTION
e e alove-1aned Dhfenlad ¥ aleady mewnds, Ilomely ander, sulject o badler conlitow of ekass, Gat
e abeve-1omed Dife ot contnoe o % detned pulng it paeseeding .

EBuaal: t
Conliow of FEakacs:

Tl¥ complad dnbs silecadted aml s worn o, ¥ Frmed b e male i d Todics ] Cfficer o il of
2 .

JUDICTAL OFFICTE: HIGITATOEE
AT

TITLE

Drop-down menu

S tstineir s len pen ke e Tl Cfficsa T e foll wing wihe e field. See below for

CUUNTY OF ZHANE: detailed image.
STATE OF MIMHESOTA
STATE OF MINNESOTA
Plaintift,
::Hm} SEIELTH -C:-'.l.;'] ':l.ll.'. 41 J.J ' '.
Drafendart wmed
Mg tme of Anflermed e Bpat
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Page 4: Drop-down menu fields in detail

FINDING OF PROBABLE CAUSE
Fom e alow reommfict, aml ane smppo g sifilavie o1 supplane i ]s worn estinerrs, I e Iremmg Offrer,
Lave deknnned dat pootabk cates et b sppert smbjec e ailer sonliterr of ekase whs applicablk,
Defenalaads azzestor oflsa lowdnli ke s dlent obbim Defnlands apps aance meomt 01D nlands dewation
if ahsady mowhdy, pulngfoder mpowdng . Defolants thendfors clarmd with e abow-sakd offoms .

O sUnMMoNs
EWALED [FFENDANT, AFE BFEFEY SULLCHED % appean on e =&
r -:-f-um-nﬂn— IE = o=l = ANLFI = twfore the above-1a1med comtat=lheatondstil= o aw wer e

GOl
<WEArF
IFa 0s LIes e o il % a WAEEANT FOE YOTE AFEFET slall e drsmied.
] WARRANT
Indl 07 wed comds; 010 renamilenmed © exmesnk o warant I ool ok, mils
LALE A, Lot e above- A Deferalazt s appe leukd aul am: &d wilent delr aul
Taem oS M- 11l ot msesrdon) anl 1ot Wfos & Tnlg o1 Taliial Cfficea of sach
GOTT v, Al sy gt wot by fan 58 lomy aftr e armetor as coonas ;e Tnlm or
Tl (=] e kalt with 3o plmp s low.
10 3 O Exermpedigtionwide O Exemtein Borde 5wt

FINDIN G OF FROBABLE CAVSE
Fom e alow swomfict, anl ane smpporinp sfilavie o1 smpplanead ] worn tetinears, I e Temug Offror,
Lawe dekamned thatyoetabk cames sk o rpyert smlgecti iler conliv of mbars whis apphcablk,
Defendaads axzestor oflsr lowfnlshpe s tlen o obbim D £ ulaads apsarancs meemt o1 fmlaad's detonton
if abeadr menwindy, pulng fade pocwdng . Defnladr fendfors clargmd with e abow-sakd offerse.

COUNTY UF ZHAME- AT —
STATE OF LIMHES OTA,
STATE OF MINNESOTA
Tl
e, :
<Hame [EEEELT R TPLITRT TITE: A

L3ELECT COMPLAIMT TYPEZ
COMPLAIMT
INDICTMENT
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Page 5:

DEFENDANTDATA f CHARGE SHEET - ATTACHMENT A

[#
DEFENDANT NAME: =LAST HAME- =FIRS T NAME- =MIDDLE HAME=
Dreferidarit alise nareis]): = Mlize Hares=
Defendart DOE: =DEFEHLANT I'OE=
Dlise DrOB(s): = Mlige D0 Bs=

Dreferdart lact bavoam address: | SDefirdard Sddress Line 1=
=Deferdart City= BN =Postal Code=
State ID': =510 Monber=

OTHER DEFENDANT / CASE IDNEN TIFIER 5:

Fingerprinted ¥ O Ha O es
Handaum penvit? O Ha O ¥es (Teouimg Agency: i

Locatiom of

Wiolatim:

IF DRIVIN G OFFENSE:

Drriwret's Licetice Hinber: Teoairys Srate:
Licence Plate Hinmber: Teoairys Srate:

Acciderd Type: O | Ho mpmyrdn dansze | O | Property Danage
O | Personal Bioy O | Fatality

Elood Alcohol Concerdration (BAC:
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Page 6:

$TATOTE AND OFFLAAE GRID .
£ Drop-down menu field. See
The | Soam | OMmzr | fowe Mhr Tiene | 00T T Tencee g below for detailed imag e.
Fer | Trpe | Ducsis) and Taox Laal Apencis:
Tucerpein: . . .
2 IMPORTANT: Each field in this
| “GOC” column utilizes the same
N\ drop down options.
et QR Ble Cird ke
Rl Hook OR1 Mk T Bhe
et DR Ble Cird ke
Seleir Hook OR1BLe Tl Bl
et DR Ble Cird ke
i [ 5 Reled Huouok ORI MEe L
i ORI Mk il M
Bl Hook OR1 Mk i Bhe
Sumesd QR Mhe il Bhe
Bl Hook OR1 Mk i Bhe
umezd ORI Bhe L8
Seleir Hook OR1BLe Tl Bl
et DR Ble Cird ke
Sl Mook CRIMEe: | o0 Bl
et QR Ble Cird ke
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Page 6: Drop-down menu field in detail

IMPORTANT: Each field in this “GOC” column utilizes the same drop down options.

STATUTE ATD OFFEMGT GEID

Cnt Toatuts | Ofenze | noawusIThrs Ofen:e | EIOT GO Tantre g Contral

IThr | Type D and Text Lenel =0 Agmces Tumbers

Dezcription: o~ N~

1 Clarge ke tbfu W= | =Calfa=

olmy Euvolmy

<Select >

= fams = | =Califla=

M Aoty Amesing

s

1 Clarg =Bool COFL =Ll =

& Eoolmy Eaolmy
C . = Hix = | <Calla=-

T Aaresin
N b hnd
——

] Clarg =skoty| <Bood OFL Wi | =CtlHlr=
Easlmy Eaolmy
= Fam s {OEI e | =C a1
Foms s g Aoarestng

+ Clarg =skot=| §Eood OFL Wl | =CtlHlr=

ol Eaolmy
Map A ORI N [ <Chlia=-
Aty Aomestng
5 Clarg =skot=| <Fool OFL Wl | =CtlHlr=
aln Eaolmy
=RapA ORI | <Chli=-
Bty Aoarestng

i Clarg =skote| <Fool OFL Wi | =CtlHlr=
Edolr Eaolmy
=RapA ORI | <Chli=-
Aoty Aoarestng

7 Clarg =skot=| FE0od OFL Wl | =CtlHlr=

ol Eaolmy
Fam ORI > | <Culifia=-
sy Aoarestng

1 Clarg = s kot=| F=Bood OFL Wl | =ColHle=

aln Eaolmy
=Rz OEIT = | <CaliTla=
\ Bostmg Bt
\_/
A\ 4
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